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FOREWORD 



Traditionally vocational education has b^an geared primarily 
to preparing students for employment-^^to preparing employees. 
Yet there is another career path available; students can learn 
how to sat up and mirage their own businesses. They can become 
entrepreneurs . 

Vocational educations by its very nature, is well suiceu co 
developing entrepreneurs* It is imporCant that ent rep reneur ship 
education be developed and incorporated as a distinct but integral 
part of all vocational education program areis, A Program f.or 
Acquiring Competence in Ent repreneurship (PACE) represents a way 
to initiate further action in this direccion. 

The strength behind these instructional units is the interest 
and involvement of vocational educators and successful encreprenunrs 
in the state of Ohio and across the nation. Special recognition Is 
extended to the project staff t Lorraine T, Furtado, Project Director 
and Lee Kopp, Program Associate • Appreciation is also expressed to 
the many who reviewed and revised the drafts of the units: Ferman 
Moody J Hannah Eisner ^ and Sandra Gurvis. We ox^e a special thanks to 
those consultants who contributed to the content of this publication: 
Carol Lee Bodeen, Louis G, Gross, Douglass Guikema, Peter G, Haines ^ 
Philip S. Manthey, Charles S. McDowell, Mary E. McKnight, Steven R. 
Miller, Barbara S. Riley, Barbara A. Rupp , Ruth Ann Snyder, Robert 
Suttle, Florence M* Wellman and Roy H. Young, 

Robert Taylor 

Executive Director 

The Na" lonal Center for 

Re ch in Vocational Education 
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HOW TO USE PACE 



A Program fur Acquiring Competence in EnCrepraneuiship 
(PACE) Is a curriculum responsivs to the need for instruction 
in encrapreneurship , It is primarily for postsecondary level j 
including four year colleges and adult education^ but it can 
also be adapted for special groups. PACE is divided into three 
parti (1) Getting Ready to Become an Entrepreneur, (2) Becoming 
an Entrepraneur (establishing a business), and (3) Being m 
Entrepreneur (operating a business). 

Each of the three parts has a set of instructionai units which 
relate to Chat topic. Within these units, the material is crganizeJ 
into three levels of learnings Exposure, Exploration, and Prepara- 
tion/Adaptacion, These levels of learning progress from simple to 
compleK concapts. 

The levels of learning will enable you to use the PACE materials 
to suit your individual needs. You may find It best to work with 
the exposure level of one unit and the .exploration level of another. 
Or, you may choose to pursue one level throughout the entire series. 
You might also want co work through two or more levels in one unit 
before going on to the next unit. 

Before beginning a unitj discuss with your instructor what level 
or levels of learning in that unit are most appropriate to your goals 
and abiiities. Read the unit overview and look through the pre/post^ 
assessments for the three levels to help you in your choice. Also 
check the list of definitions you might need to look up or research 
for that level. 

When you are ready to start, turn to - level you have chosen, 
•■■ f ' issessmenf id ^Ify thoH_ icems which you feel need 

^uLention in tiid uniL. Alh.. look at the learning objectives; 
they will tell you what you should be able to do by the time you 
finish chat level of learning. 

As you read, yrti i \ 'c .,u^ luns in the margins alongside 
the subst/ tive content . _L : of each level. Use these questions 
tu guide } ur rending. 

At the end of each level of learning are activities which help 
you become involved with the concent presented in the unit. You and 
your instructor can decide on how many activities you should do; you 
may want to do several or you many need to do all. 
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Then, evaluace ycjrself. Is chere any tnatarial that you need 

to review before you take the postassessment ? The difference in vcur 

un^yara on the pru/podtassessments Hhould show you how miich = u havd 
grown in yuur knowledga of encrt^preneurrfhip . 

Whan you and your instructor feel chat you have successfully 

completed that level, you are ready to begin another level of le.arnini, 
either in the same unit or in another. 
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OVERVIEVI OF THE UNIT 



As you begin your entrepreneurship , you probably will not 
possess the expertise needed to adequately perform each of the 
many tasks required to operate a small business. AlmosC all 
entrepreneurs use outside help. The use of qualif Led outside? 
assistance does net indicate failure. Instead, it shows that 
you are aware of problem areas and know how co get the help 
you need . 

This unit discusses the various resources available, 
allows you to assess your assistance needs » and provides some 
guidelines to use when selecting resources. It lists ^geiicies* 
services 5 and publicacions useful to the small business ouiier. 

Attention is given to women, minority groups j and other 
entrepreneurs for whom special resources are available. The 
resources gained through purchase of a franchise or membership 
in an affiliation are also discussed. 
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PACE 



PATH OF STUDY 



FART I^- GETTING READY TO BECOME EKTREPREKEUR 
Unit I A 
Unit I B 
Unic I C 

PART 11^-^ BECOMING AN ENTREPRENEUR 
Unic II A 
Unit II B 



A H i s t a n c e 
PART III-- BEING AN ENTREPRENEUH 
Unit III A 
Unic III B 
Unit III C 
Unit III D 
Unit III E 
Unit III F 
Unit ITT G 
Unit III H 



Unit II C 



Unic il D 



Unit II L 




Unit II ReHournen tor Managerial 
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EXPOSURE 
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EXPOSURE PARTI!. UNIT G 

, , ' RESOURCES FOR 

MANAGERIAL ASSISTANCE 



PREASSESSMENT 

Hare are some questions that test for knowledge of the contents 
bf this levels If you are very familiar with the information needed to 
answer them', , perhaps you should go to another level or unit ~ check 
with your , Instructor . Otherwises Jot down your answers. After you've, 
read through this levels take the postassessment at the end of the "Expos- 
ure Activities" section and measure what you've learned. 

1* Do you feel that a business person should be expert in 
all the functions of entrepreneurship? Why or why not? 

2, Vniat are the different types of resources that an entre^ 
preneur can look to for assistance? 

3. Wiat are the advantages of getting a franchise? I'Jhat services 
do franchisors normally provide? 

4» What special problems are women and minority entrepreneurs 

likely to have in opening a business? I^hat resources, if any, 
provide assistance to these groups? 
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Part II, Unit G 
Resources for 
Managerial Assistance 



^ TEACHING/LEARNING OBJECTIVES 

Upon completion of this level of instruction , you 
should be able to^ 

1. Evaluate your need for assistance and the types 

of assistance available in operating your business, 

2. Identify specific problems Involved in becoming an 
entrepreneur and some of the resources available 
for aasistance in dealing with those problemB* 

3. Describe the role franchising and business affili- 
ations assume in providing assistance* 
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Part II, Unit G 
Resources for 
Managerial Assistance 

SUBSTANTIVE INFORMATION 

MANAGERIAL ASSISTANCE NEEDS 
WHAT ARE THE Entrepreneurial functions fall into the cacegories of manage-- 

FUNCTIONS ment s Tnerchandisingj personnel, operations, marketings legal services, 
OF AN procurement, distribution, lobbying and financial management. Each of 

ENTREPRENEUR? these functions requires a particular level of expertise, ^^at skills 
do you possess? l^hich skills are you lacking? The degree to which 
you possess skills in these areas will greatly affect your success 
as an entrepreneur, 
, .Most Scholars in entrepreneurship would agree that possessing 
all the skills necessary to perform all the entrepreneurship functions 
is almost impossible* Having a high level of knowledge in each of 
these areas is also unlikely. In the beginning, you may need soTne 
assistance in performing most of the functions including merchandising, 
personnel, financing and recordkeeping. Therefore ^ being able to 
' identify areas in which you need assistance, knowing where to obtain 

that assistance ^and , finally ^ calling on someone to help you and your 
business is a good business tactic. 
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Part: II, UniL G 
Resources for 
Managerial Assistance 



.MO PROVIDES 
MANAGERIAL 
ASSISTANCE? 



However, you need to possess some degree of expertise in 
each of the-^ functions of entrepreneurship to be able to 
recognize when you need assistance. You can use this 
knowledge to evaluate your personal and business strengths 
and weaknesses 5 and to recogniEe your firm's problems. 
Determining what your problems are and where to go for help 
takes much thought and study. These determinations must be 
made by anyone who wants to become a successful entrepreneur. 

Before entreprenaurs seek any assistance, they should 
also develop an accurate picture of projected business activ-- 
itles, A business plan which outlines the goals of the firm 
and spells out the functions necessary to accomplish those 
goals is essential* 

OBTAINING MANAGERIAL ASSISTAN CE 
Many different agencies provide managerial assistance to 
entrepreneurs. Government agencies can be an ' invaluable hej^p. 
Both federal and state governments have branches wbose 
function is to. deal with business problems. Local offices 
of these agencies can be visited, Oftenj^ experts will be 
available to discuss problems. For exampla, your local / 
Internal Revenue Service (IRS) office will provide you ^ 
with all the information needed to determine how to cal^culata 
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Par it G 

Managerial Assistance 



tha deductions you must Caka from your amployees" salaries. 
In addition^ they can provide you with assistance on how to 
prepare your taxes and how to deposit employee withholdings* 

There is also a great variety of helpful informatlaii avail-^ 
able In the publications of government agencies. Often these 
publications are free or very inexpensive. Your local library 
will probably have two government publications available that 
will list titles and prices, Thej^ are the Monthly Catalog of 
U.S, Governinent Publications and Selected U.S, Government 
Publications Price Lis^ts > 

Most new small businesses nan get financial information from 
and lending institution such as a bank or a savings and loan 
association. Often these institutions offer borrowers help on 
financial planning and management. 

Check with your local library to see if they have a copy 
of the text 5 The Encyclopedia of Associations , published by 
Gale Research Company. This text identifies all trade associa^ 
tions and gives their addresses. Trade associatiohs are 
usually composed of members involved in similar kinds of 
entrepreneurial activities relating to a common product or 
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mAT SPECIFIC 

KINDS OF 

PROBLEMS 

MIGHT 

DEVELOP 

EEQUIHim 

ASSISTANCE? 



Part 1. 
Resourct 

Managerial Assistance 
service* For example, there may be a Retail Hardware Associa'- 
tion or Barbers' Association in your locality* Many trade 
associations conduct regular meetings and distribute a monthly 
publication to the membership. Looking under "Associations" 
in the yellow pages of the prfone book may help you locate a 
trade associatlpn in your field. Most associations publish 
journals, Subscribing to trade journals and newsletters will 
keep ^ you Informed of new developments in your field* For spec- 
ialized information on business periodicals pertaining to a 
particular flcJd write toi National Business Publications, 
19131 I Strc^et, N.W, , Washin^t. \, D.C, 20006. 

iArurmation and assistance mEy also be available from such 
local organiziations as rhe Chambe r of Commerce or the Jayceea* 

RESOlfRCES FOR SPECI AL ASSISTANCE PROGRAMS 
In i^ddition to needing assistance of a general nature^ 
th^re are. soma specific business problems which you might 
^iccunter as yuu begin your new business venture* Vnu will 
n.u.d l'^ Uiiftrr as posHible about your specific 

by'";Uj-AL.3* a^.'* u.^.^; or? Platings distributing* or 

ratf^iiing l-> '^\mw l C nucc ^Jr service^ its uniqueness may 
crsate li p«j.r u:lM.il5r set of problems, and you may require some very 
ivxpli^lt klnda ^£ Information. Your trade association can 
prr bably asslsr by providing you with this information or by 
putting you in touch with similar entrepreneurs. 
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Part II, Uiiit G 
Resources for 
Managerial AssisCance 

Special Assistance for Women 

More and more #omen are making the decision to become entre- 
pranaurs. Many who have been iolely responsible for the manage- 
ment of the home have now decldad to begin their own bussinesses. 
The 1972 U*S, Census statistics report there were 402^025 women^ 
owned businesses in the United States which grossed $8*1 billion, 
or 1% of the nation's total receipts* The number of female-owned 
businesses has more than doubled since that time and seems to 
keep on growing* 

In the past, many women who attempted to become entrepreneurs 

were discouraged. The barriers were almost overwhelming. 

Traditionally, women have not basically been eKposed to training 

in entrepreneurial skills. Some were assertive and c" ermined 

enoughs howeverj to make their businesses successful. Catherine 

Clark is one such success , 

Cath-Qriim Clark is more than just a nmiB on a bread 
iDpappei', 

Not only is she a real person^ s?w also is a re :arkable 
story of det&mination and suaasss at a time when a 
womm^B plaae was alearly in the kitahen. 

It wasj in faatj in her kitahen that\ Catherine Clark 

began a career that was to make her dne of the first 

totally self-made female business tyaaons in the United 
States. - j 

'Tyaoon ^ seems a strange word for this soft-spoken^ 
feminine womm%. But when you start a aompany from 
saratoh with no real help from anybody and in less 
than 10 years turn it into a multimillion dollar aan^ 
aernj you deserve the title^ if not the negative 
aminotations that go with it. ' „ 
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Parn II, Unic G 
Resources for 
Managerial Assistance 



Iri addition to making the millions^ Tycoon Clam 
aid what fm others of that brmd hav& done. She 
mvolutionized m entive industry with the novel 
notion of puttuig out a truly supf.Ticr pTodiwt at 
a reaBonable^ price* 

Clark -B product is bread* It has been f miliar to 
groaery shoppers in the Chiaago and Milwaukee areas 
for years as ^Catherine Clark^s Broimberry Ovens ^ 
breadj a firm^temtured^ no^-preservatives-added^ 
whole wheat loaf of pure quality. 

It was Catherine Clark j a bona fide housewife from 
a bona fide place aatled Oeonomowoc^ Wisaonsinj who 
first hit upon the idea of mass produaing what she 
then aalled simply ■homemade bread* ' 

The year was 1946* , * . .Mrs* Clark was busy raising 
a fwAly at that time^-two daughtei^s in elementaiy 
school and a husband who was a trust officer in a 
MiUoaukee bank* 

In the ^beginning J she was her awn salesman and 
delivery boy^ hand carrying the toaves into 
Oconomowoa grocery stores and entiaing the 
proprietor with oyie slice smeared with homemade 
, dcffn* 

Eventua 'ly^ th i\j wul factory i.. downtown 
Oaonomowoa"Which has since been ea^mded three 
times^^and an el^orate distribution network that 
carried the fresh bread throughout Wisconsin and 
into the lucrative Chicago market* 

To^yj Catherine Clark lives in a magnificent 
tMnhouse atop San Franaisco's Russian Hill. She 
and her fmtily moved West in the mid-60 ^s^ partly 
to oversee a brief es^pansion of her business into 
northern California and partly because they love 
San Franaisco* 

(The Chicago Tribune^ November 2, 1977) Reprinted 
courtasy of The Chicago Tr ibune. 

This tremendous growth and the desire to alleviate barriers 
has created the need for professional organizations to provide 
assistance for woinen entrepreneurs. More and more resources are 
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Part: II, UniL C 
Resources for 
Managerial Assistance 

becoming available. For instance, the National Association of 

Women Business Owners was founded in 1976. The Association has 

made inroads by breaking soma of the traditional barriers that 

have made business ownership difficult, if not impossible for 

women. This organization has assumed active leadership in bring-- 

ing about changes In attitude toward women entrepreneurs at the 

federal government level as well as in the private sector. One 

victory occurred in the railroad industry, 

A major agenay of the federal govBrwnent has reaogniB&d 
women entmpreneurs as deserving of minority group 
treatment in the marding of proaurment aontraots. 
This key viatory for the women movement is inaliided 
in the Railroad Revitalization and Regulatory Reform 
Act. The legislation sets up a researQh aentp' 
sponsibU for identifying minority businesses-- LHolud- 
inn women^-'to serviae railroad aontraats. 

^^This aation opens a potentially hi4ge market for women 
eritrepreneurs/'' notes Segals (Hope Segal, spokeswoman 
for the National AssoQiation of Women Business Owners). 
'*Ve at the National Assoaiation ai^e working, with re- 
searah aeniers to acward women^awned bminesses with 
aontraats for everything from advertising md legal 
serviaes to railroad equipment. We have even found 
a women-owned business willing and able to mnnufacture 
traek ties. " 

( The Columbus Dispatch , November 20, 1977, p. K-6) 
The formation of special agencies or divisions of existing 
government agencies to assist women entrepreneurs is becoming 
more prevalent. In August 1977, President Carter announced the 
formation of a special itxteragency task force. This task force 
is charged with the rasponslbility of studying the problems that 
have discouraged women from becoming entrepreneurs in the past 
and making recoiranendations on how. these can be eliminated. 
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Part* II, Unit G 
Resources for 
Managerial Assistance 



Special Assistance for Minorities 



WHAT ABOUT 



There are agencies that specialize in providing minority 



SPECIAL 



entrepreneurs with assistance. The Conmierce Department's Office 



ASSISTANCE 



of Minority Business Enterprises (OOTE) provides many services. 



FOR MINORITIES? 



This pfflce helps minority entrepreneurs develop business plans 



locates sources of initial financing, provides training in entre- 
preneurship, and matches buyers and sellers of prnduci with each 
other. OMr^ provides about $35 million annually to other organic 
zations, such as the Urban League and the National Business 
Leragues^ to assist minority business people. 

Many cities have local offices of the Interracial Council for 
Business Owiers (ICBO) and the National Business League (Project 
Outreach), Minority entrepreneurs have found these agendas to be 
helpful in providing assistance in obtaining initial capital* 

Trade groups whose primary purpose is to help minority 

entrepreneurs are developing* The National Minority Purchasing 

. _ 1 
Council Is an eKample of a trade group helping minorities with 



buying problems. 
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Part II, Unit C 
Resources for 
Managerial Assistance 



BO^ CAN 
FRANCHISES 
PROVIDE 
ASSISTANCE? 



Franchising 

One resource which almost guarantees managerial assistance 
is to buy a franchise* The Franchise Opportunities Hand book 
of April 1977, describes franchising as "a form of licensing 
by which the owner (the franchisor) of a product, service, or 
method obtains dlKcribution through affiliated dealers (the 
franchisees). The holder of the right (franchise) is often 
given exclusive access to a defined geographical area. The 
product, method, or service being marketed is identified by a 
brand name, and the franchisor maintains control over the 
marketing methods employed*-' 

The franchise method of going into business offers to the 
new entrepreneur the advantage of using tried and proven 
methods pf operation. This method allows 'you to predict the 
success of a business based on the assumption that the variables 
of your specific operation are like those of other franchisees 
that have been successful. 

Franchising is gaining popularity. Increased use of 
franchises has been noted in recent years. A study covering 
the period 1975-77 ^ reveals that franchlsed businesses accounted 
for $212 billion in annual fales in 1976"31% of all retail sales. 

The amount and kinds of assistance provided vary among 
franchisors. It can include training, organizational and 
promotional plans, a bookkeeping system, and sometimes help 
in identifying a good location is available. 
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Part II, Unic G 
Resources for 
Managerial Assistsnce 

Often when franchising is mentioned, McDonald -s, Holiday 
Inn, and Kentucky Fried Chicken come to mind. The price for 
obtaining a franchise with any of these firms now runs into 
hundreds of thqusands of dollars, even several million* Fran-- 
chises with smaller firms having from ten to one hundred out^ 
lets can coat much less. Total investmentB required to purchase 
such a franchise can start as low as $1,000, Among the least 
expensive franchises are those in the field of business services, 
such as tax preparation firms and employment agencies. 

If you are Interested in looking more closely into fran- 
chising options, the U*S, Conferee Department ^ s Franchising 
Opj^J^t un 1 ties Handbg ojc can be obtained from the Superintendent 
of Documents, Washington^ D.C* 20402. Another excellent aid 
in making a more complete assessment of a franchisor 

is the Small Business Administration (SBA) publication 
^ Franchise Index/Profile , _This can also be obtained from the 
Superintendent of Documeiits. 

Af f 11 la t ions ( Coop era t ives ) 
Another means of getting assistance is to become a member 
of a cooperative or other similar legal entity. Participating 
in such affiliations provides the entrepreneur with assistance 
in buying supplies * advertising, group purchasing, and ware= 
housing inventory. It is important to realize that the legal 
organizational structure of your firm is not affected by 
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affiliatingj regardless of whether your firm is a sole pro- 



prietorship, partnership, or corporation. Farmer cooperatives, 
the Red and White Grocery Cooperative , and the Independent 
Grocers Association (IGA) are examples of affiliate organiza^ 
tions. 

Becoming a member of an affiliate normally requires paying 
a membership fee. Membership fejs vary greatly and are 
related to the services available to the membership* 
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EXPOSURE ACTIVITIES 

As you have just read, a knowledge of resources for manager la 
assist£inne is a very Important part of all businesses. Now 
that you have learned something about the assistance available , 
try these activities , 

ASSESSMNT ONE 

,1* Interview three small business owners in your field of 
interest* Ask them about obtaining outside assistance 
for their businesses. Name the agencies and describe the 
assistance received, 

2, Identify the kind of help you feel you will need to operate 
your business successfully, 

3. Discuss this statement , ''Women and minority entrepreneurs 
face problems which are not necessarily conmion to other 
entrepreneurs* Therefore ^ they need special agencies to 
help them solve their problems," Do you agree? Disagree? 
Why? 
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P05TAS5ESSMENT 

1, "An entrepreneur should be an expert in each t: thii functions 
of entreprenaurship?'' Do 3/ou agree or disagree wirn this 

s ta LeTnent ? yJh^'l 

2, Identify and describa four kinds (types) ^'c ro^ourc Miar 
an entrepreneur can look to for assistance. 

3, Discuss franchising, l^at are tha advantages of gettinLA 

a franchise? VTtiat services do franchisers normallv provide? 

4, Identify two special problems that women and minority 
entrepreneurs are likely to ha^^^e in opening a business. 
Are thF;re any resources that provide special assistance 
to women and minority groups? Dis::uss fully. 

Compar.. your answers to your responses tc the preassessnient . 
You may want to check your poscassessment unswers T-jith your 
instructor* 

SELF-EVALUATION 

How well did you know the Information needed to do the 
activities • 

( ) Very well 

( ) Fairly well 

( ) A little , 
Be honest with yourself. If you feel you don't know the 
material well enough , it might be helpful to review this 
section before going on* 
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EXPLORATION PART IL UNIT G 

' RESOURCES FOR 

^ . mNAGERIAL ASSISTANCE 

PREASSESSMENT 

Here are some questions that test for knowledge of the contents 
of this level. If you are very familiar with the information needed to 
answer thems perhaps you should go to anoLher level or unit check 
with your instructor. Otherwise^ jot down your answers. After you've 
read through this level, take the postassessment at the end of the 
"Exploration Activities'' section and measure what you've learned. 

1, What organisations or government agencies help entrepreneurs? 
What type of assistance do they provide? 

2, What do you feel your ability Is in performing the entrepre- 
neurship tasks peculiar to your field of interest? \^at 
agencies woul^you contact for help? Use the following c^ art 
to conduct ycur evaluation- 



Entireprenearship 
task 


Self Rating 


Agency To Be 
Contacted 
for 
Assistance 


Help To 

Be 

Requested 




Need 
Assistance 


1. 










2. 










3 . 










4* 










' 5. 
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If you were faced with a business problemg how would you go about 

determining your needs for inanagerial assistance? 

What help is available to women and mnority entrepreneurs? 

Di s cus s t hs ad v3.li tags s of on s r 2 tin ^ 2. franchise- nn d b -li u^nrrin - 

a member of an affiliation. 
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TEACHING/LEARNING OBJECTIVES 



Upon completion of this level of Instruction, you sh(^ ..i 



1. Identify the grouyo and organizations which offer 
assistance to antraprenaurs and describe the type of 
assistance offarad by aach, 

2. Evaluate your need for assistance. 

3* Identify a specific problem relating to your firm 

and t:\e managerial resources available for assistance 

4, Cite the advantages of oparating a franchise 
and the advantages of becoming a member of an 
affiliation. 



ba able to: 
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SUBSTANTIVE INFORMATION 



ASSISTANCE AGENCIES 

WHAT ASSISTANCE There are many organizations which provide managt^rial 

IS AVArLABLE? assistance to entrepreneurs. These organizations include federal ^ 

states ^nd local govemnjent agencies, trade associations, 

affiliations 5 and coimnunity-based groups* 



Small Business Admin is tratl^on (SBA) 

VHAT IS THE The Small Business Administration (SBA) was created by 

SBA? Congress in 1953 to keep the small business community alive and 

thriving, SBA's rolp is one of leadership in (1) stimulating and 

coordinating all possible sources of assistance needed to develop 

new cdncarns, and (2) strengthening the competitive position of 

those entrepreneurs already in existence. 

In the publication, "SBA^ What It Is...\^iat I^. Does," the 

services of this government agency are further described: 

The agmay strives to aarry out its mandate by insuring 
that small business aonaems maeive a fair proportion 
of' gov&rmiBnt pi^ahasesj aontraats and sub-aantraats ^ 
as well as of the sales of goverrment pvopei'ty; making 
loans to small business Gonaernsj State and loaal 
development aompccnies^ and viatims of floods or other 
aatastrophes ; liQensing^ regulating and lending to 
small business investment aompanies; improving the 
management skills of small business M^ers^ potential 
oMers and managers; and Qonduating studies of 
eaonomia environment, 
(Small Business Administration, p. 1) 
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SBA Programs 

WHAT ABE The SBA scaff helps entrepreneurs Idantify chelr problems, 

SBA'S FROGRmS? recommends alternative solutions, and will help implement plans 

for solving the problems. In addition to its om staff, SBA 
draws heavily from SCORE (Service Corp^^ of Ru^tired Execucive^i) 
and ACE (Active Corps of Executives) to hel;: individuals. 

Service Corps of Retired Executives (SCO-:iE) is an organiza- 
tion of retired business people who volunteer their expartise 
and time to help small businesses with practical problems. if 
you need assistance with getting a produce developed, manufactured, 
distributed and sold, this mpv be the group for you. Contacr 
your SBA field office. A SCORE counselor will visit your 
firmj analyze the business and its problems. The SCORE 
member ^will then develop and recommend a plan to solve your 
^ firm's problem. The entire service is free, except for 

out-of ^-pocket expenses. 

Active Corps of EKecutives (ACE) was developed to help 

SCORE and to keep SCORE 's members up-to-date on the latest 
business practices. ACE members are active executives from 
all major Industries, trade associations, educational institu- 
tions, and many of the professions. 

Working with leading collegiate schools of business, SBA 

now offers a program entitled The Small Buriness Institute. 

Participation in this program is presently limited to SBA 

clients, such as loan recipients. 
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WMT KINDS OF 
ASSISTANCE DO 
TRADE ASSOCI^ 



To assist in its operations, the SBA prints many pubiica- 
tions for small business ovmars, In addition, SB;^ offers many 
differerit types of courses includi.ig management courses to help 
owner-managers develop business policies and objectives . It also 
offers courses in special topics such as patents and ta_xe<^. 
One-day conferences and problem clinics are available. Ln a 
problem clinic , small groups of oTOer=managers will study a 
single subject in depth under che guidance of a it -Jcr. 
of SBA conferences and clinics may be obtained by contacting 
your nearest SBA field office. There are SBA field offices In 
most major cities. If you do not live close to a field office, 
contact the Small Business Administration^ Washington ^ D.C. 20^16. 
Assistance from Tr ade Associations 
Trade associations provide specific information concerning 
your firm's product or service* They may supply data 
regarding seasonal buying techniques ^ sales statistics, discri- 
bution patterns, and advertising strategies. All this data can 
assist you or your accountant in comparing your firm's perform-^ 
ance to that of others in the same field. By knowing these 
standards s the accountant can make comparisons to indicate the 
level of success of your operation. 

The trade association will also help you with a specific 
problem related to the uniqueness of the product or service 
your firm sells. It will put you in touch with entrepreneurs 
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engaged in a similar business. By communicac ing with like firms 
via trade publications or at conferences, you will be able to 
compare businesses. 

The trade association often offers information on technologi-' 
cal advances relating to the product or service. It may also 
sponsor training sessions to help you gain greater skills In 
vour area of oparations 

Another association which may be helpful is The National 
Federation of Independent Business (NFIB) . This nonprofit 
corporation offers legislation information applicable to small 
business persons in its regularly scheduled publication. 
The Mandate . 

I^AGERIAL ASSISTANCE NEEDS 
l/HAT SHOULD YOU In addition to federal government agencies and trade associ^ 

KNOW PBIOE TO ationss there^are other organizations that provide assistance to 
GETTING MANAGER-^ entrepreneurs. Before you contact any of these organiza Lions , 
lAL ASSISTANCE? you should answer the following (1) Do you really need assistance? 

(2) What kind of assistance do you need? (3) How much assistance 
do you need? and, (4) If the assistance is not provided free^ 
can you pay for the help? Knowing the answer to each of these 
questions is very important If outside managerial assistance Is 
really going t help you solve your f item's problems* 

How does an entrepreneur determine whether the firm needs 
help? For the beginning entrepreneur, the answers come with 
a little mora difficulty. You really have no past operational 
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recurd from which to develop a picture of needs or make an 
assessment^ of problem areas. How, then, can you ''get a 
reading^' on your firm's problems? 

The SBA has developed several self^assess'ment devices to 
help you become an entrepreneur* Assessment One in the 
"Exposure Activities" section of this level is a self-assess= 
ment which will give you an opportunity to eKamine your status 
in implementing various entrepreneurial functions* As you 
examine these functions and assess your abilities as related 
to eachj you can begin to determine potential pioblem areas. 
You ^ill also probably find some areas about which you 
still need to know more. 

Being able to determine the limits of your abilities in 
performing the business functi.ms gives you a base from which 
to decide what assistance you n:4ed* It also allows you to 
communicate your needs to experts in a given area. Thus^ they 
can make better estimates of the time and money needed to help 
your business be more profitable* 

The decision to, seek assistance may require a financial 
investment. Because of this coimnitment, it is even more impera 
tivo that you assess the severity of the need* Timing your re^ 
quest for help is also important. If you feel you have a 
problem, don*t procrastinate; start checking the resources 
available to you* If, in fact, the, area in question Is vital 
to the operation of your business, you will undoubtedly be able 
to sea a return on your Investment. 
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If you feel at a loss to accurately pinpoint your flrn'r^ 
problems or lack information abouc what a task included, yon 
snould contact a resource that provides assistance: in may nr^a^; 
fnr Gxamnle. the SBA flold offico, tr^J.- n^:^or jat Inns , and vour 
banker or accountant. 

ASSISTANCE FOR MINORITY AND WO>EN EyiRE PRENEU RS 
A nublicatlnn entitlocl Minor ity CHvnershiD^f^Smajj^ Bu^%^^ ^ 
Ins tructional Handbook was developed as a result of a recent study 
of thirty minority business ventures. Fifteen of the ttiirty failLd, 
The other fifteen managed to survive for a significant period 
(two to three years) and gave indications, through profit and 
growth, that they would be successful in the long run. Among 
other questions, owners were asked what advice they would give to 
aspiring entrepreneurs. Their advice included the following: 

1, Before you actually commit yourself, be sure you are 
well prepared to do what you want to do. Know the 
business well. 

2. Consult with others in the business and get their 
advice . 

3. Try to get so^.^e experience in a business similar to 
the one you want to open before starting your own. 

4, Assess your personal strengths and weaknesses against 
the needs of running a .aess. 
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5. Be prepared to work long hours and to sacrifioo. 
Ownirig a business will not ba a "bed of rosGS,'' 

6. Be sure your family approves of your venture and that 
chey are prepared to live with the pressurrp of 
entrepreneurship * 

7. Start with enough money to allow for a cas reserve 

if th% business is slow to ''take off," 

(Adaptad from Minority Ovnarahip of S-all Siisinc^^ - 

Instructional Han dbook, 1972, pp, 37-38.) 

Assistance Programs 

Women who wan^to begin their own business may desire 
training to sharpen their entrepreneurial skills. The SBA 
offers regional workshops for women who are anticipating going 
into business and also for established women entrepreneurs. 

Members of minority groups who want to become entrepreneurs 
can utilize the services and expertise of various agencies es^ 
tablished to help them. The Minority Enterprise program in the 
SBA is designed to help minority entrepreneurs secure loans, and 

provides services and programs designed specifically for their 
needs . 

The ' Department of Comnerce assists minorities through its 
Office of Minority Business Enterprises (OMBE) by preparing a 
business plan which explains the firm's goals and the activities 
eKpected to achieve the goals. In addition^ it helps secure 
contracts with both public and private majority enterprises and 
of fers technical and advisory assistance In legal matters and 
fiscal management; 
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Several states have Business Resource Cencer? and Local 
Business Development Organizations. These agencies ar^ funded 
by the OME . In improving successful business oppor tunit ies for 
minority firms, they provide cha following: 

a. Technical and managerial assistance 

b. Information necessary for inves .ent decisions 

c. Assistance in developmenL of Indusnry and otiit^r 



opportunities for minority firms 

d. A workable accounting system that fits individual 
business needs and training in maintaining the 
system for the firm's, personnel 

e. Analysis of financial data and assistance in 
upgrading Che firm's financial position 

f . Services to stimulate contracts between major 
corporations and minority firms* 

More information may be obtained by contacting the Minority 
Business Development Office, Look in your telephone directory 
under "U.S, Government" for a listing of minority business 
agencies in your area* You can also contact the Office of 
Minority Business Enterprises ^ Department of Commarcei 
Washinotons D*C* 



resources which could provide business and job 
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FRANCHISING 



mi CCNS^^EF Franchising In the Economy , 1975-77, cites the advancages 

GETTING A of going into business via the franchise route. 

FRANCHISE? Under zhe franahiain^ suatm^ franarnsors off^:r 

mamzgem&nt e^erti&e -nd resBarah mapketing rc = 
soui'a&s to sf^ilt business ent*dppns(^8 u:Ltn 
limited oa^izal to help thm aahieve snaoesB. 
Many or all of the following aerytcea are 
offBred to franahisees— advise on ahoiae loaa- 

iBed aaaounting and op&mting proaedui'es^ stor^ 
equipment and inventory^ and aontinuing assist^ 
anae in advertising^ tax information^ ayid 3tor£ 
design. ( Franchising in the EcQnomy g 1976.) 

When you buy a franchisaj you are really buying; a ' pre^ 
packaged" buslriess. Franchising offers more security to those 
who are a bit skeptical about sinking all their savings into 
a businass. The person who purchases the £ranchl£ie (franchisee) 
may be required to make an initial investment. In addition, the 
franchisee will usually be required to pay a percentage of 
gross sales and to purchase inventory and equiprnent from the 
franchising company (franchisor). The opportunity to use the 
expertise of the franchisor In marketing and operational 
strategies^ and in previously tried and successful procedures, 
mmy minimize the fears of going into business and failing. 
In sum, franchising is a workable and excellent way for the 
entrepreneur to start a business. 

* Franchising has expanded into a variety of new areas - 
It is now common for franchising opportunities to be available 
in numerous types of retail, service ^ and soma manufacituring 
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Industries. Franchises are availahle in the fields of 
cosmetics, fast food, lodging^ real estate, auto 
products^j consulting services, recreational facilities, 
home and carpet cleaning, vending machines, etc. 

Franchising may offec the entrepreneur the opportunity to 
become a part of the international market. U.S. franchises in 
' the international market require a minimum investment of time 
and capital^ and also have the protection of future markets 
through trademark registration and utillEation. The rising 
personal Income of many of the developinf^ countries in addition 
to the assistance the franchisor provides the franchisee 
makes International franchising very appealing, 

AFFILIATIONS/COOPERATIVES ^ 
Affiliations provide many different types of assistance to 
their members. For example^ the IGA (Independent Grocprs 
Aasociatlon) provides group buying services and warehousing. 
Many small retail specialty stores belong to buying offices 
V(ifl9ups), These groups can help the entrepreneur keep up with 
the latest trends and product lines. 
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EXPLORATION ACTIVITIES 

Do you feel competent enough in obtaining managerial 
assistance to be able to put some of your skills into practice? 
The following activities will help you experience some "real"' 
sltutttioni to give you an opportunity to practice? what you have 
learned. After completing the activities, do a self -evaluation 
to check your understanding of the material, 

ASSESSmNT ONE 

The Small Business Administration (SBA) has developed 
some questions to 'help you assess your knowledge concerning the 
various entrepreneurial functions. If the answer is YES, you 
are on the right track. If you answer NO, you have some work 
to do, 

ARE YOU RE^Y TO BECQ^ffi AN ENTREPRENEUR? 
WHAT ABOUT YOU ? ^ Yes No 

Are you the kind of person who can get a 
business started and run it successfully? 

Think about why you want to own your own 
business. Do you want it badly enough to work 
long hours without knowing how much money you'll 
and up with? 

Does your family go along with your plan 
to start a business of your own? ^ 

Have you worked in a business similar to 
the one you want to start? 
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Yes No_ _ 

Have you worked for someone else as a 
supervisor or manager? ^ _„ 

Have you had any business training 
in school? ' . . 

mkT ABOUT THE M O NEY? 

Have you saved any money? 

Do you know how. much money ybu will need 
to get your business started? 

Ilava you figured out whether you could 
make more money working for someone else? __ . , 

Have you determined how much of your 
own money you can put into the business? ^ 

Do you know how much credit you can get 
from your suppliers—the paople from whom 

you will buy? 

Do you know where you can borrow the rest 
of the mnney needed to s^art your business? _ __ 

Have you figured out your expected net 
income per year from the business? (Include 
your salary and profit on the money you put 
into the business*) , 

Can you live on less than this so that 
you can use some of it to help your business 
grow? 
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Yes No 

Have you talked to a banker about your plans? ^ 

* SEIiLING ' . 

Have you decided on a selling plan? 

Do you know hbw to get customers to buy? _ 

Have you thought about the sailing techniques 

that make customers .want to buy from some sales- 

/ 

persons while others turn them off? . 

YOUR PgLOYEES ' 

If you need to hire someone to help you, do 
you know where to look? 

' ■ Do you know what kind of person you need? ^ 

Do you know how much to pay? 

Do you have a plan for training your 
employees? 

Do 'you have a work plan for yourself 
and your employees? _ 

CREDIT FOR YOUR CUSTQ^fflRS 

Have you decided whether to let your customers 
buy on credit? 

Do you know the good and bad points about 
joining a credlt-c^rd plan? 

Can you tell a **deadbeat" from a good 
credit customer? 
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Yes No 

PROTECTING YOUR BUSINESS 

Have you made plans for protecting your 
business against thefts of all kinds— shoplift- 
ing, robbery, burglary^ stealing by employees? 

Have you talked with an insurance agent 
about what kinds of insurance you need? 

BUYING A BUSINESS FROM SOMEONE ELSE 

Have you made a list of what you like and don't 

i 

like about buying a business someone else has 
started? ' 

Are you sure you know the real reason why 
the owner wants to sell^' that business? 

; \ 

Have you compared the cost of buying the 
business with the cost of starting a new business? 

Are the stock/ equipment/fixtures up=to^date 
and in good condltiojn? 

Is the building in good condition? 

Will the owier of the building transfer the 
lease to you? 

Have you, talked with other business people in 
the area to see what they think of the business? 

Have you talked with the company^s suppliers? 

Have you talked with a lawyer about it? 
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Yas No 



ADVERTISING 

Have you decidsd how you will advertise? 

(Newspapers, posters, handbills * radio, mall) _ 
Do you know where to get help with your ads? _ 
Have you watched how other similar businesses 

get people to buy? ^ 

CTE PRICES YOU CHARGE 

Can you determine what you should charge for 
each product or service you sell? ^ 

Do you know ^at other businesses like yours 
charga? ^ 

BUYING 

Do you know how to find c .at your customers 

want ? ^ 
Will your Inventory records tell you when it 

is time and how much to order? _ 

Will you buy most of your stock from a few 
suppliers rather than allttle from many, so that 
those you buy from will want to help you succeed? _ 
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EQUIPMENT MD SUPPLIES 




lat equipment and supplies will you need 
and how much they will cost? 
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Yes No 

YOUR RECORDS 

' Have you planned a system of records that will 
keep track of your income and expenses, what you 
owe other people, and what other people owe you? 

Can you keep track of your inventory so that 
you will always have enough on hand for your 
customerSi but not more than you can sell? 

Have you figured out how to keep your pay-- 
roll records and take care of tax reports and 
parents? ' __ 

Do you know what finaricial statements you 
should prepare? _ _ 

Do you know how to use these financial 
statements? 

Do you know an accountant who will help you 
with your records and financial statements? _ _ 

YOUR BUSI NESS M P THE LAW 

. Do you know what licenses and permits you 

need? 

Do you know what business laws you have to 
obey? ' J__ 
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Ye'U No 

Can you save some money by buying secondhand 
equipment? ^-_==. 

YOUR MIRCHANDISE/ SERVICES 

Have you decided what producte/services 
you will sell? 

Do you know how much or how many of each 
product yau will need to buy in order to open 
your buBlneis? 

Have you found suppliers who will sell you 
what^^you need at a good price? 

I Do you know a lawyer to whom you can go for 
adylce and help with legal papers? 

Have you compared the prices and credit terms 
of different suppliers? »^ ^ 

HOW ABOUT A PARTNER ? . 

If you need a partner who has money or know- 
how you needs do you know someone who will fit" 
someone with whom you can get along? 

Do you know the good and bad points about 
going it alone J having a partner and incorporat- 
ing your bus Inesi? 

Have you talkeE to a lawyer about It? _______ 
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Yes -No 
WHAT ABOUT YOUR CUSTOMERS ? 

= Do most busineeses in your coramunlty seem to 

be doing well? ^ 

Have you triad to find out how well businesses 
similar to the one you want to open are doing in 
your conmunity and in the rest of the country? . ^ 

i 

Do you taiow what kind of people will want to 
buy what you plan to sell? 

Do such people live in the area where you 
want to open your business? 

Do you feel they need a business like yours? _____ 

If not I have you thought about opening a 
different kind of business or going to another 
neighborhood? 

Y OUR BUILDING 

Have you found a good location for your 
tiuslness? ^ - - 

Will you have enough room when your 
business "gets going"? 

Can ju fix the building the way you 
want to without spending too much money? . ^^^^^ 

Can potential customers get to it easily 
from parking spaces, bus stopSj or homes? 

Have you had a lawyer check the leases 

and Eonlng? 

(Adapted from A Checklist for Going Into Business, pp- 1^4,) 
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POSTASSESSMENT 

1. Name four organizations (government agencies can be in-- 
eluded) that provide assistance to\ntrepreneurs. For 
Mch organization you names describe t^e type of assist- 
ance available, 

2, Conduct a aelf-asaessment of your ability perform five 
tasks (functians) which are conmonly performed by entre- 
preneurs in your field of interest. Identify your 
strengths and weaknesses. What agencies would you contact 
for help? Name these organizations and specify exactly 
what type of assistance you will request based on your 
self-assGisment , The following chart might help: 



En t r ep r an eur ship 
Task ' 


Self Rating 


Agency To Be 
Contacted 
for 
Assistance 


Help to 
Requested 


O.K. 


Need 
Assistance 


1. 






% 




2. 










3. 










4, 










5. 











If, as an entrepraneur, you were faced with a 
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probleiaj how would you go about evaluating your needs 
for managerial assistance? 

4. What specialized asslstanrR Is ava j to wcmeri And 

minority entrepreneuri? 
5» What are the advantages of operating a franchise or 

affiliation? Discuss them. 
Compare your answers to your responses to the preassessTnent , 
You may want to check your postassessmen' annwere v. li yon 
Instiuctor* 

SELF^EVALUATION 

How well did you Imow tht^ Information needed to do the 
act Ivl ties? . ' 

( ) Very well 
( ) Fairly well 
: (. ) A little . 

Be honest with yourself # If you feel you don't know 
' the ihaterlal well enough, it might helpful to review 
this section b^ifore going on, • 
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PREASSESSMENT 

Here are same questions that test for knowledge of the contents 
of this level* If you are very familiar with the Information needed Co 
answer them, perhaps you should go to another level or unit — check 
with your instructor • Otherwises jot down your answers. After you've 
read through this levels take the postassessment at the end of the 
"Preparation/Adaptation Activities" section and measure what you've learned. 

1* Which government agencies provide assistance to women 
-and minority busineRs owners? 

2, Discuss tradfe associations and their functions, 

3, What resources, in the public library would provide information 
on selecting a franchise? 

4# Name and discuss nongoveriraent agencies that assist entre- 
preneurs. What types of business problems can they help? 

5* Using the following chart, identify what you feel are typical 
business probiems and resources for assistance for each problem. 
List the problems vertically and the agencies horizontally. 



Business 
Problems 


^F.qnitinRR AVAILABLE 




SBA 


BANKS 














1 , Adequate 
financing' 


















2. 










. — - 
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TEACHING/LEARNING OBJECTIVES 

Upon nompletion of this level of instruction, von sik 
' be^able tot 

. 1- Name the procadurfBS to follow in order cu get tin 
managerial assistance you naad. 
2. Identify groups to contact to get assistance fc^r 
; specific or unusual problems. 

3* Get information about franchising organization-. 
4. Complete a chart that identifies the re^nurcen 

available for rnanagerial assistance in solving ea 
business problem stated. 
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SUBSTANTIVE INFGRMATION 

NEED FOR ASSISTANCE 

WRY HAVE In chis -^iipid changes in Che business world occur 

ASSISTANCE? constav nly. ...^ple^ most of Che goods on supermarket 

shelves today w^^-^ ■ there twenty years ago. Todav, small 
manufacturers art- .^ing computerized equipment to manage 
inventory. Much of what we learn will probably be obsolete 
in twenty years* Tax laws are a good example. It is accuraLG 
t.o say that what you learned about federal income usxes five 
years ago is now slightly out-of ^-date. 

As information changes more raplcily and the value of 
knowing basic facts increases^ learning how to find information 
becomes more vital. How to find and contact resources for 
managerial a^^?iStanc^ is a skill an entrepreneur needs Co possess. 



GOVERNKENT AGENCIES 
Federal Agencies 

HOW CAN Many federal agencies provide the beginning or minoricy 

ENTFEPRENEURS entrepreneur with services and publicatioris that can assist 

GET ASSISTANCE in many ways. For example, the federal government is encour- 
FHOM FEDERAL aging women to start their own businesses. In an article that 

AGENCIES? appeared in the January 1978 Issue of Working Women ; Patricia 

M. Cloherty outlines the assistance available from government 
agencies • These agencies include the SBA, Department of 
Conmierce, and Department of Labor* Along with other govern^ 



raent activities, including the interagency cask force 
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establisl^d bv Prasident Carter in Augus': 1977 , they carry 
out the go^^iSrnmenC ' ? commltFiDnt to help women become entrG^ 
prenaurs. 

Sma 'J Busln^ess Admin istratio n (SB A; 
WHAT DOES THE The SBA publication, '"SBA, What It Is... What It Do^s,'* give 

SBA. OFFER? you inforTnation on what the SBA is and the ser/icas it offers. 

The SBA publication list is extensive. Contacting the SBA 

field office nearest ynu will put you in touch with all of the 

services SBA has available to assist you. 

The SCORE/ACE program, a voluntary counseling program, is 

designed to give current and prospective business owners the 

opportunity to talk with retired and active business executives 

about business problems and pitfalls* 

The Call Contract Program provides management and technical 

assistance to economically and socially disadvantaged small 

businesses from professional consulting firms under contract 

with SBA. 

^ An SBA counselor is stationed at the First Women's Bank in 

New York City to provide advice to women on seeking credit, 
making financial projections ^ developing a business plan, and 
selecting personnel- Further, there is a representative 
designated' for women in business in each of the ten regional 
SBA offices and in the sixty^three district offices. A women's 
bank relations officer is also to be designated for each SBA 
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regloii , Thife ofiicer will be ispon. IMe for f ainiliari?iiig 
the banking conmunity with the problems and needs of women 
desiring ^-i»^ry into business* 

Through the Small Business Institute (331) Program, senior 
and graduate students of the nation's leading schools of busi- 
ness provide volunteer on-^site maaagement counseling to small 
bu-slness ovmers . 

In addition, SBA^sdqti sored Universitv Business DEvelorrnc:^' ! 
Centers across the country provide counseling, trainingj research 
and developments and technical assistance to small firms. 

The Office of Minority Business Ent erpris as ( OMBE) 

The OMBE Is a part of the Department of Commerce, This 
agency 's primary responsibility is twofold (1) to help new 
minority entrepreneurs establish their firmSj and (2) to 
assist -hose already iu business to expand and improve their 
operations* OMBE is responsible for coordinating fuderal 
operations in both these areas. OMBE also maintains a cfencer 
for the collection, analysis, and dissemination of information 
to assist the establishment and operation of mtnority busi- 
nesses. Ic provides local assistance to prospective and existing 
minority business people through the operation of six regional 
and twelve field offices. It also promotes and mobilizes the 
activities and resources of state and local governments ^ busi^ 
nesseSj and other private groups and organizations to further 
minority business growth. 
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Courses of stua^' geared to the minority entrepreneur have 
been developed by OME* These courseB focufa on financial 
management, recordkeeping, and taxation. 

The OME helps minority businesses put together a business 
profile which outlines the goals and proposed activites of the 
enterprise. The business profile is also a financial plan. 
This plan identifies the entrepreneur's current assets which are 
available for use in the business , and projects the firm's 
financial requirements. The minoricy entrepreneur can chen 
take the busineFS profile to lending institutions and the SBA to 
investigate getting the loan. For more information regarding 
items included in the business profile, write no the U.S. 
Department of Commerce^ Orfice of Minority Business Enterprise, 
WashingtO'a DC 20402^ and ask .^or the publication Preparing a 
Business Profile . 
Other Federal Agencies 
IT HELP ARE Other branches of the federal government are taking an active 

lER FEDEEAL role in assuring that minorities have the opportunity to 
WCIES become entrepreneurs* The Economic Development Administration, 

WWING? the branch of the Commerce Dapartment that runs tha public works 

program Is 

• . . insisting that a apeaifia proportion of the 
work on major federal projeais be awarded to [minority] 
bu&inesQBs^ even if they are neithei" the moot 
qualified aontraators nor the lowest bidders. 
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'rne main vshial^ for the dri^ve is a vvovision of 
the $4 billion pi^Ha works Imj miaated last Mav 
tJmt imquir^B that 10% of the moKry spent 071 eaGh 
aonstruation projeat go to businesseB aontrolled 
by memiera of minoTity groups, 

Mo^e thmi 8^500 proJeatB^^£ahuol3^ higJiways^ 
parks ^ firehausm md the like — wilt be built 
under the laWj and it i& expected to provide 
buBiytesses for Tnincjritu aontrc^tny^B acfroos thr^~ 
aoimtry, ( The Kaw York Tim Bs^ November 13, 1977) 
© 1977 by The New York Times Company, Reprinted 
by permission. 

Tha Department of Transportation 

,..ia giving speaial prefere?tae zo minority -^ou?iea 

aompanieB in the $1,8 billion program to rebuild 

the Northeast rail, aorridoi' w^d haB set a goal of 

having 2S% of the busineBS go to suah aompa>iiBS , 

( The New York Times , November 13, 1977) ©1977 

by The New York Times Company. Reprinted by permission. 

The Internal Revenue Service (IRS) Is a government agency 
that entrepreneurs seeking assistance often overlook. The IRS 
is perceived as a compliance agency and not as in assistance 
agency. However , IRS offices assume many responsibilities. 
Including providing assistance to help you meet your tax obliga^ 
tlons. Your local IRS office can give you all the booklets you 
will need to calculate employee withholdings and other business 
taxes. 

The U.S, Department of Labor is another source available 
for assistance* A visit to rhe Department of Labor will allow 
you to obtain information on legislation concerning employaes, 
including the Occupational Safety and Health Act of 1970 (OSHA) , 
minimum wage law requirements, and the riigulations affecting the 
hiring of minors, 

47 



59 



Part' II , Unit G 
Resources for 
Managerial Assistance 



IE THERE STATE 
mCIES WHICH 

miDE 

'SISTAjCE? 



State/Federal Employm ent Service 

One state agency which is cften not included 3n discuss Ions 
of the resources available for assistance is the Scate Public 
Employment Service, State Emplovment Services are affiliated 
with the U.S. ETiiplo> ment Services fr^ESK a nart of the Bureat^ 
of Employment SecUL^ity in the U.S* Departmen v of Labor, This 
agency provides busingRs owners wiih many services that are 
helpful in meeting personnel needs and in developing human 
resources. Services are provided free and can range from find-^ 
ing employees for a small firm to testing personnel to initiatini 
training courses. 

The Comprehensive Employment Training Act (CETa) is 
coordinated under this agency. The primary objective of CETA is 
to train individuals for jobs. Certain small businesses are 
qualified to hire CETA employees whose salaries are paid for by 
the government . 



AT ABOUT 
mOVERNMENTAL 
SOURCES FOR 
SISTANCE? 



PRIVME RESOURCES 
In addition to federal or state agencies, many private, 
nongovernmental resources provide assistance to entrepreneurs. 
These organizations normally charge a direct fee for their 
services^ and possibly a membership fee* Even though you may 
be short on cash, you cannot rule out seeking services from 
these groups* A careful study of your problems and a self- 
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analysis of your business strengths and w-^.iknu^^^^ v; : 1 . hvlp 
you dacide if you need help from a private agency. 

Qiitside Consultant J 

WHEN SHOULD THE Robert Bullock, president of Buliuck and Compa a con- 

HELP OF sulcing firm in California, hn^ dev.^lopod ^ 1 iHt- r^f svmrf .^--^ 

CONSULTANTS that signal trouble in a business. 

BE SOUGHT? . No pl(m--aompmy mei^elj ^v^Jo^a :.j =.a^ ^ra :a 

thgh oaaur, 

Crwoyiiu shavt j cf :joi'<:Kj ota:':../. 

Law emplc:ws morale; tndiffav^:^>ir, 7v7''^-.ibl''^ 
laaking in a senBe of dire^:^tioyi. 

' * UnBatiafaatoinj proftt: weak t^ale.: oi' ^-;x:^ieBn-i v& 
oosts. 

Chronia late shipmentB. 

Habituat delays for materials^ parts ^ tooting^ 
maintenmae^ idle maahiftes^ lack of irispeatia?is 
or supervision. 

Low immntory_ tuimover^ staakoui^^ lack of 
ba tanas, 

Laak of adequate and timely ru' - xgr^rnent 
'^'^fomation. 

Loss of positijn with major anBtanwra 02' 
produats . 

Ov&rburdened emmitives or fovmnm. 
^'Guesswork^^ in priaing. 
Ea^aess Lve sarap or rswork. 

Confiwed ot' heat^Q aonditians in cmy dapartment. 
Reprinted with permission from Bank of America NT&SA 
"Business Managements Advice from Consultants,*' Vol, II 
No. 3, Small Business Reporter , Copyright 1973, 
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Any of these smptoms can be an indicatior that outside 

help is naressary. An outside expart can often see the problems 

more quickly and accurately than the entrepreneur. Con^nionly, 

howevar, an entrepreneur does not contact a consulcanc until 

all internal ■ sources are exhausted and the management problem 

has become too big to ignore , Wlien you open youi business ^ 

try to be on the alert for potential problems. if a problern 

does arise, consider using a consultant before it becomes 

overwhelming ^ 

The best way to locate a consultant is to check with 
business associates, suppliers , attorneys ^ bankers, accountants, 
and trade assoclaLlons* Consultants usually charge a fee which 
may or may not include expenses for lodging, meals, and 
transportation* Their fees can range from $150 to $350 per day* 

A good consultant can give you a fairly accurate estimate 
of what the services will cost* Be sure to ask for this 
estimate and have a clear agreement on what services will be 
performed for the fee* 

Legal Advice 

At some point In time, you will probably want the advice 
and roi:nsel of an attorney* Unfortunately, many entrepreneurs 
consider obtaining legal asRiatance only when their firms are 
in trouble* They fall to realize that many legal problems 
could be avoided if legal advice was sought on a continual basis. 



Part II, Unit C 
Resources for 
Managerial Aasistnnc 

Legal assistance is parcicularly advisabla when you a)s 
selerting a form of businBSs organization (ownership). Legal 
advice on questions ccncern.ng che implications of being a sole 
propriecor, forming a partnership, or forming a corporation 
and in?"orprating can prevent future problems. 

Other aspacts of business for which legal assistance is 
desirable include acquiring proparty, borrowing nioney, tax 
planning 5 employer-^employcc relations, and credit problems. 

Trade Associations 
The assDciations which represent your firm-s industry 
can provide you with many services including research^ sales 
promotlori, management ^ finance, labor relationss public rela- 
tions ^ and goveriiment relations. Invaluable contacts with 
other business owners may be made through membership in an 
association. 

Most trade associations sponsor short courses ^ clinics , 
and workshops for their members. For example, in response to 
the energy crisis and the public's demand that business assume 
responsibility for protecting the environment , many trade 
associations have developed programs in these areas. Some are 
working for legislation that provides Incentives for businesses 
to improve the environment; others have engaged in research 
to improve methods of waste disposal and to eliminate pollution 
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Additional information about crade associations can ba 
obtained from National Trade and PrnfeEsional Associations of 



the_l/ni^^d_ States ^ which is published annually and available 
from Columbia Books, Inc., Room 601, 135 15th St., N.W,, 
Washing ton , D * C . 20005 . Ano ther ppod sou ru ^ ^ the 
Encyclop^di^a of Associations, Vol. 1, National Organizations 
o f the U. ^ Gale Research Co. These publications may be 
available at your local library. 

For further information on the trade associations in your 
fields contact the American Society of Association Execativasj 
1101 16th St,, Washington, D.C. 20036, 



WHAT ABOUT 
SUPPLIEES? 



Suppliers 

Assistance is often available from suppliers such as equip- 
ment dealers. For exaraple, National Cash Register offers 
assistance to retailers through Retailing and other pamphlets 
available from their Marketing Education and Publications 
Department, Dayton, Ohio 45409, 



{/HAT GENEEAL 
PRINT RESOURCES 
ARE AVAILABLE? 



GF^^^ R A! PPTMx R ESOURCES 
In addition to government and private agencies, other 
resources provide assistance to entrepreneurs.^ Many publica-^ 
tions are available to help entrepreneurs Identify the most 
current, appropriate reiources to meet their information needs. 
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Rasource Directories 

WHAT DIRE^OHIES Your local library will probably havcr ^.=v-r\l dlrect.irius 

PHOVIDE INFOH^ available which may be very helpful. Thvrf^^ inolud^ :hu 

MATION? following: 

Directory of National and Xncernat ional Labor 

of Labor, Government Printing Office publica= 
tion. Gives facts about che structure? and 
met^ership of national and internac iona I labor 
unions . 

Dun & Bra d street Reference Book , Contains the 
names and ratings of nearly chruti million 
businesses of all types located throughout the 
U*S* and Canada* 

Moo d y Banks and Finance . Annual with twico= 
weekly supplements. Moody's Investor Service, 
99 Church St,, New York, N.Y. 10007. Indexes 
more than 9,700 American ban^s and financial 
Institutions, listing their officers, directors, 
and orher top-level personnel. 

Conover-Mast Purchasing Directory , Semi- 
annuals Conover-Mast Publications, Inc., 
95 East Putnam Ave., Greenwich, CT ^ 06830. 
Alphabetical listing of manufacturers showing 
product lines, code for number of employees, 
addresses, and telephone numbers. Classified 
section lists ^products with names and addresses 
of manufacturers* Special chemical and mt^clianical 
sections, and trademark and trade name identi- 
fication, 

, MacRae's Blue Book . Annual. 4 vols. MacRae-s 
Blue BookCo., 903 Burlington, Western Springs, 
IL 60558, Lists sources of induscrial equip- 
ment, products and materials; alphabetically 
arranged by product headings, Separarp .ilpha= 
betical listing of company names and trade names. 
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Thomas^^ Register of Amer^ ' can Manuf accurers . 
Annual, 8 vols ; ^ and Index, Thomas Publish- 
ing Co,, 461 Eighch Ave., New York, :UY. 10001. 
Purchasing guide listing names of manufacturers, 
producers J and similar sources of supply in all 
lines. Products are classified in six volumes; 
volume seven lists manuf scturGrs , trade names, 
and- conimarcial organizations; and volume eight 
indexes all product classifications and adverLiser& 



Balow are somu periodicals printed by the U,S, Govt^rnment 
that may be of interest to you: 



Economic Indicators ■ Prepared for the Joint 
Economic Comaittee by the Council of Economic 
Advisors. Monthly, Available from the Govern- 
ment Pr .ntlng Office. Presents tables and charts 
dealing with prices, emplojrment and wages, pro-- 
duction and business activities, purchasing power, 
credit and federal finance. 

Federal Reserve Bulletin . Board of Governors 
of the Federal Reserve System, Washington, D.C. 
20551. Has monthiy tables of financial and 
business statistics* Interest rates, money 
supply, consumer credit j and industrial production 
are some of the subjects included. Special 
articles cover the state of the economy^ financial 
Institutions, statistical methodology, 

InternatlonalCongnarce , Bureau of International 
Commerce, U.S. Department of Commerce, Weekly. 
Available from the Government Printing Office. 
Shows trends In overseas commercei lists trade 
opportunities; examines exports and imports; and 
gives other important information on foreign trade. 

Monthly La bor Review . U.S. Department of Labor. 
Monthly, Availahle from the Government Printing 
Office. The medium through which the Labor Depart- 
ment publishes its regular monthly reports on such 
subjects as trends of employment and payrolls, hourly 
rnd weekly earnings, working hours, collective 

ro__ments. Industrial accidents and disputes, as 
wvill as special features on, for example, auto-- 
matiou and profit-sharing. 



Resnnrce Per:Qdicals 




WEAT SHOULD 
WOim DO TO 
BECOME 

ENTEEPMNBUHS? 
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WOMEN ENTRIPF-ENEURS 

Today seems to be an extremely advantdg^o^is tin^ lor 
women who wani: Co bacotne antrtpreneura . / of 
publications, seminars, and special organi z:iz I ovm :^a'/o 
been fortned to assist women interesCt^d in -oin^ inCo businesn. 

In ''How to Beconie an Entrepreneur,"' Kran Weinstein adviscih 
women to ''Remember: One of the greaLetit obHiacIes ^ wonion 
in securing financial aid is low credibility in a male= 
dominated leiiding situatiun." Sh^ encourages ta^jde sz^\:6 
seeking a Lusiness loan: 



prepare mi in-depth deaaription 
of husimss you want :v ^et up. 



the t:n:> 



2, List all prior experifonae and mayiagBm^nt ^Hlls. 

Drm^ up an estimcztf^ of the amount of oapitai 
vau ^lave at your disposal ^ your assets and 
liabiUties^ and. how rm^wh you will need, 

4, Indicate how muah you expeat to earn dra'tng 
the first year. 

ItemiBe aollateral available for seauritu and 
indiaate the market value for eaan, 
{ Working Woman ^ December, 1977, p* 15*) 

ThR N.itional Association of Small Business Investment 

CompaDies, 512 Washington Baildingj 1435 G Street, N,W. , 

Washington, n.C. 20005, makes loans primarily to minority 
\ 

women who have been refused a loan by two banks but who 
still wish to obtain a loan. 

Several 'publications are addressed to women entrepreneurs. 
They include the following: 
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The Woaen^s Gui de to Starting a Busine:;s, by G. Jassup 
and G. ChipDS, New York: Holtj Rhinehar-^ and Winston, 
1976. 

A t4Qman*5 Guide to Her Own Franchised Business , by 
Annfe Small and Robert S. Levy, Pilot IndustriaSj Inc., 
347 Fifth Avenue, New York 10016, 

Enterprisin g Wcmen. A Busines s Monthly, published by 
Artsrnis Entarprise:^ ^ Inc., 523 W^g;. End AvanuGj New 
York 10024. Sample copies avp/ulr^hlo on roquest. 

For additional information about becoming a woman entro- 

preneur cont.^ct i 

American Women^s Economic 
Development Corporation 
230 Broadway 
New York, NY 10007 

The National Associatiun of 

Women Business Owners 
200 P Street, N,W. , Suite 511 
Washington, DC 20035 

Women Entrepreneurs 
P,0. Box 26738 
San Francisco, CA 94126 
(415) 474=3000 

New York Association of Women 

Business O^mers/Enterprising Women 
525 West End Avenue 
New York, NY 10024 
(212) 787^6780, 
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SELECTING A FRANCHISE \ 
The amount of outside help that often comes with a fran- 
chise makes such an arrangement attractive to the beginning 
entrepreneur. However, care should be taken when selecting a 
franchises Assume that you have already decided on the partic^- 
ular type of service or product you will be handling* If you 
are interested in obtaining a franchise, detailed comparisons 
among franchisors offering the same produce or service should 
be studied. These comparisons may pay great dividends at a 
later date. 

The International Franchise Association (IFA) , with 
executive offices at 1=025 Connecticut Avenue, N,W, , Washington, 
D*C. 20035, Is a nonprofit association which is an industry 
organisation of franchisors* Currently more than 250 companies 
belong. You might want to write a letter to IFA to request 
a copj of the roster to see if the franchise you are considering 
is a member. 

There are several publications dealing with franchising. 
One is published by SBAi Franchise IndeK /Prof lie (Small Busi-- 
ness Management Series No. 35) and includr'.s "A Franchise 
Evaluation Process," by C, R. Stigdlman, This publication 
will assist you In evaluating franchisors* 
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Another resource is Franchise Opportunities Handbook , pre-- 
pared by the United States Department of Commerce , Domestic 
and International Business Administration , Office of Minority 
Business Entarprisaj and available from the Superintendent of 
Documents, U.S* Government Printing Officej Washlngtonj D,C. 
20402, This publication lists franchise business Dpportunities 
in forty broad categories and includes brief summaries of the 
terms s requirements, ^and conditions under which franchises are 
available. This publication includes a useful '-Checklist for 
Evhlu.itlng a Franchise," 

Other resources to consider are listed belowi 

Investig a te Before Investing , International 
Franchise Association^ 7315 Wisconsin Avenue, 
Suite 600 W, Washington, D,C, 20014, 

Classified Directory of Members ^ also available 
from the International Franchise Association. 

A Woman's Guide to Her Own Franchised Business , 

by Anne Small and Robert S. Levy, Pilot Industries, 

gives tips specifically to women franchisees, 

SUMARY OF RESOURCES 
The Bank of America has developed a useful chart that 
Identifies some advisers commnnly utilized by entrepreneurs, 
the services^ they provide, and how they can be located. The 
information will be helpful as you identify your areas of 
need, (See the following pages for chart.) 
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Your success as an entrepreneur will be greatly enhanced 
by your ability to identify strengths and weaknesses in both 
your firm and In your managerial skills. A number of resources 
are available in overcoming the weaknesses you have Identified 
and in solving the problems which you, as an entrepreneur ^ 
will Inevitably face. It is up to you to use them and help 
your business become a success. w 
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ACCOUNTANT Can set up a pattern of bookkeeping' 
that ia^ eaay for the owner to follow 
daily and for the aaooimtant to work 
with at audit or tax time* Helps set 
up ay at ems for the aontrol of cash 
and handling of funds^ and oan sug= 
gest simple equipment like oaah 
regi&terSj multiple aopy aalea aheaka 
and other forms* 



ATTORNEY Can help in ahoosing a form of busi^ 
neaa; in drawing up partnerahip and 
inaorporating agreem&ntsj making 
sure papers are property filed with 
oityj Qowtty and state goverrmentss 
interpreting aontmats and leaseaj 
arbitrating disputes within the busi" 
ness and for the buainess against 
others; aonsulting when the busi-- 
neaa owner is imsure of legal rights 
and obligations. 



BANKER Has financial knowledge: loansy sep- 

arate Qheoking accounts for the busi- 
nesa^ other funding or bank aerviaas— 
such as billing serviae and credit 
aystems* Is familiar with conmunity; 
May suggest individuala and other 
institutions that can be helpful. 
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HOW TO FIND IT 



Bankers and lawyers often know aacomtants who 
are willing to work with armll businesaes. 
Aacountanta are listed in the Yellow Pages ^ The 
entrepreneur ahculd aonfer with sevei^al account^ 
anta and aheak their e^crienae and references 
-before deciding on one. Feea are often based 
on daily and monthly rates and vary with the 
aompleaiity and esctent of the service. Feet 
ahould be negotiated in adomCif* 



Lawyers rmy be located uhrQugh friends^ other 
businesa ohmers^ auppH^i's^ aonsultanta^ tmde 
associations or through listings in the lellnw 
Pages of the phone directory. In most aountiea^ 
local bar association i*eferral services can 
arrange for a buainesa person in need of legal 
counsel to meet with a practicing attorney in 
the area. The initial half -hour aonsultation 
fee averages $16, The aonsultation implies no 
fi4rther obligation. 



A hanker might be aontacted where the buainesa 
owner tea a personal bank account or near the busi 
ness location far convenienoe* It is often advis- 
able to establish a continwtng relationships 
keeping the bmiker infbmed of the progi^ess of 
the businesa. 
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ADVISER ASSISTANCE AVAILABLE 



INSURANCE Will evalmte inauranae rweds and 
AGENT OR set up paakagea to aov&r spQaifia 

BROmR types of buaimBBeB. May either 

an independent (dealing with several 
inswrmae aompanies) or a dirmt 
writer (en^loyed by and writing 
poliaieB for one aompany). 



MANAGEMENT 
S MARKETING 
CONSULTANT 



If BpeaialiBing in Bmll business, ^an 
help nmi) busineaB people determine 

guggle the many faaets of start-^ 
ingi product determination^ ad- 
vertieing^ inventory^ Beourity^ 
filing^ hiring^ priaing-- --hidden 
details that a new entrepreneur rmy 
not think of. Has aaaeBB to other 
Bouraes of information and aontaais 
with lawyersj aaaountantB^ advertis- 
ing agenai&s. 



Reprinted with permission from Bank of America NTSfSAi 
No* 10, Small Bueineas Reporter , copyright 1976 i 



74 



HOW TO FIND IT 



The business operator should talk iHth several 
agents^ Qompare the aoverage and aostB of the 
inBuranae they offer^ and select the program 
be^st suited to the aompany's needs — aornprehen- 
sively and eaonomically. Agent requires com- 
plete data on business operations^ muBt be 
Qontinuously apprised of changes affecting 
insurance aoverage. Agents and bi^okers are 
liBted in vhe Yellow Pages, 



ConBultants are listed in the yellow Pages and 
can be found by talking to frienda^ others in 
the business. The Small Buaineas Administration 
Bometimea has suggestion-^ and haa its own SCORE 
(Service Coi^s of Retired Esceautives} volunteers 
who counsei business owners and charge only 
their out-of^pooket e^enses. Consultants 
generally charge on an hoiwly^ weekly^ or 
daily baais—or on a monthly 'retainer. 



■Steps to Starting a Business," Vol, 10, 
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Part n , Unit G 
Resources for 
Managerial Assistance 



PREPARATION/ADAPTATION ACTIVITIES 



Can you apply these principles for obtaining managerial 
aislitance to your business aspirations?. Are you now 
knowledgeable about the various resources available? The follow^ 
ing activities shoyld help you check your knowledge in this area. 

ASSESS^T ONE 

1. Identify two major categories (groups) of resources 
available for assistance* Identify t^o agencies in each 
category which provide assistance . Describe in detail 
the type of assistance ayailat i from each. 

2. Interview two small business owners in your area of 
interest to determine if they have used outside resources 
for assistance. What was their reaction to the assistance 
received? 

3. Name four examples of directories or reference materials 
that can be located in most libraries and which provide 
irformatlon on assistance to entrepreneurs. 
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Part II, Unit G 
Resources for 
Managerial Assistance 

POSTASSESS^ffiNT 

1, Name and describe two government agencies that provide 
special assistance to women and minority business owners. 

2, Describe a trade association for your area of business 
Interest. What services does the trade association vxo^ 
Vide? What does it charge for the assistance? Does It 
specialize in providing assistance for a particular type 
of problem (i.e., finance)? 

3, Name two resources available in most public libraries 
that would include helpful Information on selecting a 
franchise, 

4, Identify two nongovernment agencies or organizations pro- 
viding assistance to entrepreneurs. Describe the assist-' 
ance they have available. For which types of business 
problems can they provide the best help? 

5, Prepare a chart that identifies typical business problems 
most entrepreneurs face. For each problem identify two 
resources for assistance. List the problems vertically 
and the agencies hor "nontally. The following chart is an 
escampl e . 



Bus iness 
Problems 






RESOURCES AVAILABLE 


SBA 


BANKS 














1, Adaquate , 

financing 






- 












2. 



63 • 



77 



Part ir, Unit G 
Resources for 
Managerial Assistance 

Compare your answers to your responses to the pre- 
assessment. You may want to check your postassessment 
answers with your Instructor, 

SELF-EVALUATION . 

How well did you know the information needed to do 
, the activities? 

/ ' ' ( ) Very well 

( ) Fairly well 
' ( ) A little. 

Be honest with yourself. If you feel you don't know 
the material well enough, it might be helpful to review 
this section before going on. 
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Part II, Unit G 
Resourcns for 
Managerial Assistance 

BIBLIOGRAPHY 
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, Small Business Admlnistratloni What It Is*. -What It Does . 

. Starting and Managing a Small Business of Your Own * 
Starting and ^^naging Series ^ no. l, 1973 s4r5* 
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Part II, Unit G 
Resources for 
Managerial Assistance 



SOURCES TO CONSULT 
FOR FURTHER INFORMATION 

Flske, H. and Zehrlng^ K. "How to Start Your Own Business*'' 
Ma,, April 1976i55-69, 

Small Businass Administration. Washington^ D.C. ^ Government 
Printing Office. 

. Franchise Index/P rofile > Small Business Management Series, 
no- 35, 1973, 

How Trade Assoclatigns Help Small Business , Managemant Aids 
for Small Manufacturers, no* 32. 

U.S* Department of Commerca. Th^F^ anchisi: Opportunities Hand - 
book . Washington^ D.C- i Government Printing Office^ 
April 1977. 

Welnsteln^ F. "What About Franchises?" Working Woman, January 
1978 120-21. 

CLASSES 

Yqt Information about the following courses, contact the YWCA, 
37 South Wabash, Chicago, IL 60603: 

"Women Going Into Businass" 

"Building Self -Employment" 

FLLMS 

The following films are a-vailable for purchase or rental from 

Sales Branch, National Audiovisual Centers-General Services 

Administration (GSA) , Washington, D.C, 20406, 

** 

e xposum: level 1 

"A Case In Point" (11 min.) 

Through the experiences of the main character, tells 
of various services available to small business owners from 
the Small Business Administration, 

67 , 
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Part II, Unit G ^ 
Resources for 
Managerial. Assistance 



ECTLORATIQN LEVEL ; 

"The Antique Man'* (14 min.) 

A story about SCORE—what it is and how it works^-- 
dramatizr.d in converBations betweea a SCORE counselor , his 
friend (another retiree), and a SCORE client* Scenes in 
the client's place of business illustrate how a SCORE coanselor 
helps a small businessperson. 

PREPARATION/ADAPTATION LEVEL ; 
"Take It From SBA" (15 minj 

Based' on actual experiences of a small manufacturers 
this film shows how SBA helps^ small firms utilize information 
avaiiable from many sources concerning nej^ techriology* 

' ■ ' / 

"The 'SCORE' Board" 

The film dramatizes a team approach to ?CORE counsel^ 
Ing* Various scenes show each counselor meeting with the 
client and the three counselnrs working on alternative 'recom- 
mendations to present to the client. 



PACE 

A Program for 
Acquiring Competenc 
in Entrepreneurshlp 
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RESEARCH AND DEVELOPMEN r SERIES NO. 194 B 7 

Instructor's Guide 

Part il 

Becoming An Entrepreneur 
Unit G 

Resources For 
Managerial Assistance 



THE NATIONAL CENTER 
TOR RESEARCH IN VOCATIONAL EDUCATION 

TMI OHW STATt UNIVtBSrTf 
tseo KINNT ROADiCOLUMBUS, OHIO 43210 




USING THE INSTRUCTOR'S GUIDE 



The Instructor'! Guide contains tlie following: 

• Teaching/Learning Objectives (identical to the Teaching/ 
Learning Objectives found in the PACE unit) 

• Teaching/Learning Delivery Suggestions 

• Pre/postassessmerit Suggested Responses 



This information is gBared towards the three leyeis of learning, and is designed 
for use as a suppiennBntal teaching aid, Ad'iitiohai instructions for using PACE, 
sources of infornnation, and an annotated glossaiy can be found in the PACE 
Resource Guide. 
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PRE/POSTASSESSMENT 
SUGGESTED RESPONSES 



EXPOSURE 

1, Ideally, an entrepreneur should be ar; xpert in ^ach of the funci is of entrepreneurship. 
However, even a successful entrepreneur can only be eKpert in som^ areas and requires 
assistance in performing others. 

Assistance resources include business periodicals, special government assistance programs, 
. <ichisors, trade associations, and cooperatives, 

i, . ;dnchisinq js a form of licensing by which the owner (franchisor) of a product, sefvice, 
or method distrioutes same through affiliated dealers (franchisees). Franchisees are 
guaranteed managerial assistance. Normally franchisors provide training, bookkeeping, 
organizationa!, ai.d marketing assistance, 

4. Problems include prejudice, obtaining financing, obtainmg training, and lack of assertive^ 
ness* Government agenciis, including a jpecial interagency task force formed by President 
Carter for women entfepreneurs and the Commerce Department's Office of Minority 
Business Enterprises, provide special assistance. 



EXPLORATION 

1, The Small Business Administration (SBA) stimulates and coordinates assistance needed 
to develop new small businesses and strengthens the competitive position of existing small 
firms. The Office of Minority Business Enterprises (OMBE) helps minorities prepare 
business plans and secure work contracts in private and government sectors. Trade associ 
Btions can provide Inform^ion about a specific business venture. The National Federation 
of independent Businesses (NFIB) provides information about legislation affecting small 
business owners, 

Cq leted chart should reflect an ability to assess assistance needs and determine where 
needed assistance can be obtained. 

An entrepreneur would evaluate whethsr or not to seek managerial assistance by asking 
questfflgs such as: Do I really need the assistance? What kind of and how much assistance 
will ! need? Can I afford to pay for the help? The entrspreneur needs to be able to do a 
complete Silf-aisessment and understand the limits of his or her abilities. 



4. 



Various government agenciej provide bpecial assistance to women and minority entre- 
preneurs. 



5. Cooperatives/affiliatiom provide different forms of assistance In the form of group 
buying, trend v/atching, and warehouiing services. Franchises offer aconomic security, 
marketing and operational expertisi, and a chance to expand into internationa! markets 
to entreprer jrs. 



PREPARATION/ADAPTATION 

1, ^he Office of Minority Buiintss Enterpriie (OMBE) is a part of the Department of 

Commerce, it helps new minority entrepreheurs establiih their firms and helps established 
entrepreneurs expand and improve their operations. An interagency task force provides 
assistance to women entrepreneurs. The Small Business Administration (SBA) and fedeia! 
empinyment services alio provide help. 

2. Trade associations provide information about specific businesses and may specia!ize in 
solving specifiG problems. Some charge assistance fees. Responses should indicate that the 
trade association has been contacted and that respondent is sure it can help solve problems 
and that he or she can afford asiistance. 

3* Resources include the Directory of National and International Labor Union "n the United 
States, Dunn & Bradstreet Reference Book, Moody Banks and Finance, Jr oi ^f-Mast 
Purchasing Directory, MacRae's Blue Book, Thomas Register of American Mai wturers. 
Economic Indica^ on, Federal Reserve Bulletin, Internstional Commerce, md Monthly 
Labor Review. 

4 Responses could include descriptions of assistance provided by suppliers such as equip- 
ment dealers, and outside consultants. Business problems which can be helped by non- 
governmental organiiations Include shortage of working capital, !ow employee morale, 
, weak sales and low profit, ind chronic late shipments and delays. 

5. Completed chart should indicate a knowledge of possible pitfalls and of sources of 
assistance for recovering from or avoiding the pitfalls. 
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TEACHING/LEABNING OBJECTIVES 
Upon completion of this !evil of instruction you should be nblo to: 



1. ivnlun^s youi Moed for assistance and tht: [ , js of asmimr 
able in Qi>orating i\)q buainoss. 

2. Identify specific problems in beccnniir entfeprenour ancl some r 
tlr^^ ^enources available for assistance. 

J. D ^HrHfu: the role frcnchisinn and affilinfton organizutinnn iv urne 



1= |f|^fIftifv thfi oruups and ormimaUom whicfi offor nsqisr if- ^ fa 

^ntrf^pf-^nuu.s and the typo of ji^^tsuincH' olfrrod by 
2 ^.'^:i!'^^t!■■ ycKir n-od:; for jv-isi.Mig.. 

3. Ideruify a Specific problem rekuiny lu yaur firm and the nuinjcjerln! 

rcso'Jrcos availnbin for assistance. 
4 Cite /he advHntct(|p> of operntififj a frafu.iii::r business nnd tfi" ndvari 
, tofjM'i ()f ijecofnifiq ci fnGfnbnr of an nf filjitHiOM. 



. Nnrne the Mionediires to follow to get the managerial an'ji^tnnce 
needpij. , 

7. IflofUify vvhich <!foijp5 to cont.:irt U) tini cissistancG for spi^Mfic a 
unu rfal f)mh|fMrf'; that mlfiht ari^f? 

3. Get inffirmation uboiH francfiising ojcjafii/ntiuns, 

4. Coniplcto a chart that idontifies the resources avaijahle fo? nan; 
gerial assistanao involving Rach business problem stated. 
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TEACHING/LEARNING DELIV ERY SUGGESTIONS 
A vari8ty of diffefont teaching/learnjng methodalogios have 
used. To help you OJoanize your work and plan the use of this level 
jliGSu suggestions jre made: 



1. Can- jct ynui local Chainf)er of Coiwn^m^, bj-iks, nnd sdvinfjs jnd 
loan associntion!; to gut information rpgardirjg i)U5ini!S'i faifut'^^s 

2. Obtain infori^ution from the Small Rusiuf^^s Administfation (SSA) 
describing its organizatiofK 

3. Ciinak yon? lihriiry for sourijiJS of irdMMfKJf ion inrluding dit prturij:'5 
anti tro(1o n'lfNjOvOfnrnnntii ptihlifjjii )n^,. 

Invito a muiMrity [uisino^^ purnufi urid i vn-^ui:) to 
vvith your yruup, 

5. l-vite thn ownnr of a franchiso organization to rniuH .vijh your 
y r Q u p , 



T fnviio ^iMi morui<H^ \to-n thn foU')^vina o-u^'ii ^^ri-^-; !-) di^- u^s rfip 
ni^i^tance ^ind licrvicer thev (jruvid^j^ 
iai SCOf^t of/ACE (cniiUici youi \ - m rai.\ ^ffK^ . 

(b) A trade assariation 

(c) A fedefah state, or local mifiurity as:;lsid'u:fj pryjp 

(d) A farrn cooporativo or uri nfii Mniod iCnUjI store 
2. Obtain n huni applirjilion from a Inndifiy iiHtituMnn 



T Contact your local \' -S office and (jhtaifi infurmation rug 'rding 
the nrnf^loyer's rngpnnsibility in witiiligldiny and pHylnn personal 
and ornpluyf^c^ tayes. 

2. Obtain a c Of^v of the Fnuirhi^f) Opprrtrjnjf,.^^ fUnifhnn!, Un-\ v nur 
librnry, 

3. Interviuw an nuorfiey to discuss whirh busln-'ss firoblfrn^ OHiuirn 
legal cSsistaffCCK 

4. Invite a staff rnembof froui a business connHtant fimi to discuss its 
syr vices arui costs vvith your group. 



- Thm PACE aeries consisce of these parts and unlEs. 

PART I: GETTING READY TO BECOME AiN ENTREPRENEUR 
Unit Ai Nature of Small Business 
Unit Bi Are You an Entrepreneur? 
Unit Cl How to Succeed and How to Fail 

PMT III BECOMING AN ENTREPRENEIjR 

Unit A: Developing the Business Plan 

Unit Bl Wliere to Locate the Business 

Unit Cl Legal Issues and Small Business 

Unit Govemmcint RegulaLions and Small Bus in e 

Unit Choosing the Type of Owi-rship 

Unit ¥t How to Finanne tha Business 

Unit Gl Resources for Managerial Assistance 

PART lilt BEING AN ENTREPRENEUR 

Unit At Managing the Business 

Unit Bl Financial Management 

Unit Cl Kec^plng the Business Records 

Unit Di Marketing ^nagement 

Unit E: Succassiul Selling 

Unit Fi Managing Human Resources 

Unit G: CoTmnunity Relations 

Unit Hi Business Protection 

RESOURCE GUIDE 




